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PREFACE 


'HE admirable series of drills given in this book first appeared 
in the Gregg Writer five years ago. Since then the 
numbers of magazines containing them have been in great 

demand, and many teachers are using the drills in their daily 


classroom work. 


Now that they are placed in book form, we hope Mr. 
McClure's exercises will become still more popular, and be of 
assistance in the development of easy, rapid execution of the 
shorthand outlines. 

The Gregg Publishing Company 


Helpful Suggestions 


In serial form the plates and instructions were interspersed with much 
good advice based on the specimens of work sent to Mr. McClure for 
criticism while the exercises were being given. To preserve the conti- 
nuity of the instruction when presented in book form, we have been 
obliged to omit many of these suggestions, but we retain the following 
selections as worthy of very earnest attention on the part of ambitious 
students. k 


Ï wish Ï could impart to each one of you the same fascination for this work that Ï 
feel myself. 1 don't suppose that Ï can convey it to you in words, but I believe that 
if you practice these plates faithfully, the time will come to you, just as it has to me, 
when you will not look upon shorthand practice as work, but will be so enchanted by 
its flowing lines and graceful curves that your practice will afford you the keenest 
pleasure, 


The purpose of these lessons is not only to render your notes more accurate, but 


also to increase your speed. I believe they will aid your speed even more than your 
accuracy if you practice them in the right manner. Do your best to cultivate a light, 
easy motion, and waste no time between outlines. Go directly from one outline to 


another without a bit of lost motion. Keep the pen moving, 


The unwritten strokes, or “unregistered movements of the pencil,” are worthy of 
consideration in this department. 


Absence of disconnected vowels, and systematic phrasing principles, greatly re- 
duce the time that is lost in this way, but, nevertheless, there is some loss between the 
outlines. The exact amount depends on how quickly we go from one sign to the next. 
With beginners, the pen is usually off the paper longer than it is employed in making 
the characters. 


There should never be a perceptible halt in the motion. Train the hand to glide 
smoothly from one outline to the other. A good way to do this is to select an easy 
sentence and write it with the arm swinging continually to the right. Practice the 
alphabet in the same way, and you will be surprised at how rapidly your speed will 
develop. 

od x‏ للا 


There is no doubt of the value of phrases if they can be written readily and 
accurately. However, if you are not absolutely certain of this, .time:yourself upon 
some sentence like the following: “I-willallow you to-see it if-it-will-be there for- 
some-time.” First write each word separately, and then join the words that are con- 
nected with a hyphen, and you will find that your speed is from thirty per cent to 
fifty per cent faster when the phrases are used. Of course even the dullest pupils 
are familiar with such simple phrases as these, and can write them readily. On the 
other hand, if you will time yourself upon phrases that are difficult and unfamiliar, 
you will find that very little speed is gained. 
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Ï have not much faith in impromptu phrases, i. e., phrases that are made “while 
you wait, or rather while the dictator waits, 


Phrases must be carefully studied and practiced. Two or three hours a day 
spent in this kind of work will do more to increase your speed than five hours of 
dictation, 


You should have a phrase book, and when you have faithfully practiced the fol- 
lowing plates start at the first page and select the simplest and most common phrases 
and treat them in the same manner. Place a check mark in front of each phrase as 
soon as you have thoroughly mastered it. 


When you have gone through the book in this way, start at the beginning again 
and take phrases that are less common. If you follow this plan faithfully it will 
take but comparatively little dictation to put you in the expert class, 


* k k 


Speed depends largely upon confidence. After the text-book has been thoroughly 
learned ninety-nine per cent of the words you hear should be perfectly familiar to 
you and speed should be simply a matter of moving the hand faster and losing less 
time between outlines. 


Many pupils understand the principles and write accurately, but yet seem unable 
to write more than eighty or ninety words per minute, | say seem unable, for all 
they need is to hurry up. 


Ï have recently tested pupils in this way. Ï gave them the phrase, “1 can have 
more,” and, after allowing them to practice it, timed them for one minute. Ï then 
placed the same character on the board, calling it the figure 2, and when timed they 
wrote it nearly forty per cent faster than when they thought of it as shorthand . 


Do you know that if you were to make the different strokes as rapidly in short- 
hand as you make the very same strokes in longhand, it would produce a speed of 
at least three hundred words per minute? 


If you do not know your text-book thoroughly, do not worry about speed; but go 
over it again and again until you know it almost word for word. After that you 
will have no trouble with speed. 


If you wished to walk faster you would not ask how; if you wished to talk more 
rapidly you would not ask for instruction; you would simply loosen up. And so in 
shorthand, the way to write fast is to write fast. Do not smile, that is just what I 
mean. 


The time will eventually come when you can write good shorthand without think- 
ing about the outlines, but it is only after the principles are thoroughly learned. The 
learning of any subject requires intense, concentrated thought, and if you wish to 
profit by these lessons, put your whole mind upon them when you practice. When 
you begin, see that you assume the correct position. Think of each character as you 
make it. See where it is wrong; see if the next one is better; if not, why not? 


7 


The Correct Position 


The illustrations show better than words the correct position. The 
position of the body should be easy and comfortable. Lean slightly on 
the arms, but see that the chest does not touch the edge of the table. 
Keep the back straight. 


Be sure to keep the wrist and ball of hand from touching the paper 
or desk. My own hand glides upon the nails of the third and fourth 
fingers, as shown in the cuts, but some writers find it easier to let the hand 
glide upon the knuckle of the fourth finger. 


Nearly all your work will be done at a desk, but as you will some- 
times be required to write while standing, some practice should be done 
in that position, the muscle of the forearm resting against the side. 


When sitting, but without a desk, the tablet is held upon the knee, 
with the muscle of the forearm resting upon the thigh or against the side. 


Penmanship Positions 


PLATE 1 


In these exercises let the arm swing freely, using the muscle in front 
of elbow as a pivot. The nails or knuckle should slide freely on the 
paper. 

Never let the motion begin or stop with the pen on the paper, but 
drop and raise the pen while the hand is in motion, as shown by dotted 
lines. 


In practicing lines 10, 11, and 12 the motion should be continuously 
forward, without the slightest stop between the strokes. 


Keep the slant of “t” and “d” uniform. The au should be light 
and even. 


PLATE 2 


Exercises I, 4, 7 and 10, will require the most practice. 

“K?” and “g” curve most at the end; “r” and “l”? curve most at 
the beginning. 

No time should be lost between strokes; go quickly from one to the 
next, as shown by dotted lines. 

Study the forms closely and keep your work as nearly like the copy 
as possible. Beware of the faults shown in the last line. 
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ا 


Sus 


0 


12. 


جب coe ge VD VES SA‏ اسمن العو SEEN‏ سس DP‏ مش او Pa a A er pc‏ ای 


N IRO eae IO E ی‎ are ZZ دخ‎ 
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2 e e ei a de a i Pe مھ‎ 


II RR AE ET DEA RES o Re = pata br E 


LA © JI ee مرس‎ k se مس‎ 
12 


سے صا ت مب ص ات ت صا سی ضف ضا ت ت تات صا سس ت مس 


12 


یی -@/ 


14 (= 


چا دو مها ا OA‏ بكو FET NE‏ 


Oe Boe Lee Y VE ee 
PS او ان‎ 


PLATE 3 


> 


Although we speak of “a” and “e” as circles, they are usually not 
circular but elliptical, the greatest length being parallel to the stroke on 
which it is written. 


Make the “a” much larger than “e.” 


If you are not careful the straight lines will become curved before 
and after the vowels. 


See that the little fingers have not stopped sliding. Keep up a good 
speed and remember that shorthand is to be written, not drawn. 


Don't leave an exercise too quickly. Practice each one until you 
can see Improvement. 


PLATE 4 


See that you slant the vowels as shown by dotted line. Watch care- 
fully the length of the strokes in exercises 11 and 14. Study the copy 
closely and be very critical of your work. 


2 Cate 4 
AMA ےا‎ ATO RR EA A CONTO LO CEO 


Bi Me dri I N R a خر )ا سکس بحن تا‎ 


Ge) NS Bel 2; PIES) ara I BOSS 


VA A د‎ EA == a PN e ند‎ SAO و یں‎ EPP N DB تب‎ 


سی سو 7 


PLATE 5 


In the first four lines the form must be kept quite flat and the curve 
even and regular. In lines 5 and 6 the curve is very pronounced at the 
point where the “k” joins the * 1,” and where the “g” joins the “r.” 
These characters are curved but slightly at the beginning and end. ما‎ 
lines 7 and 8 the curve is mostly at the beginning and end of strokes. 


See that your work does not have the fault shown in the last line. 


PLATE 6 


Where circles are joined to strokes forming angles, they are longest in 
a direction half way between that of the two strokes, while the vowels 
are affected somewhat by the strokes. 

In the sentence in line 8 the principal thing to learn is to glide quickly 
from one word to the next. 


É RD و پکست‎ E A AN س‎ RAU LEN ZAN اہ‎ N YZ 


EA 


Coco 5 


LL SLE 


YZ تی او الحو‎ a دت‎ eed RU ا‎ RO 
NE یحص ل ا دس رصم‎ E ial 


PLATE. 7 


In the lst, 3d, 4th, 5th and 6th exercises the circles are joined in 
such a way that no angle is formed where the line crosses. 


Your success with these combinations depends largely upon keeping 
the vowels longest in a direction parallel to the strokes on which they 
are joined. This is one of the most difficult parts of the work and will 
require a great deal of time. It is very difficult for me to tell you just 
what I want you to know about these copies, and Ï ask that you will 
study the plate with great care. A glance is not sufficient. If you study 
the forms closely you will notice many things that Ï cannot explain in 
words, especially in a limited space. I believe the dotted lines will be of 
much assistance in your study of the copy. 


PLATE 8 


These exercises will aid you greatly in acquiring the correct form 
for the strokes in the second lesson. Notice that “p” and “b” curve 
most at the end, and "f" and “v” curve most at the beginning. Pupils 
frequently give “j,” “ch,” and “sh” too much slant. 
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| Alade 7 


هډو سو > e O) SM‏ 75 یم 


D ی رح يم له‎ aa LASA rs A سس پا و‎ Er 


و مشه مج وت مه ID O‏ شش بي رك 


مجح a‏ ت اج ك تس A‏ 
N E S‏ ان 


PVL 272. 4 
عرص سر‎ 
o Heeeeeeereeeer « CLEC CC OCC CC 
a D بر رار‎ GEZI era LAA LD? 


7 2 2222227222222 2 PFA A و‎ n DL A de AIE 


7 OOOO de LIT بر مر‎ I I بر پر رر‎ 
// MUM 2 Lh Ra P us ay 


III III DI 1111111‏ ررتہیر رر OITO!‏ یرہ 


Pa AG COPIA VA 


PLATE 9 


Study each of these forms carefully before you begin to practice it. 


Note especially the direction in which “a” and “e” are longest. Take 
each form separately and master it before trying the next one. 


PLATE 10 


The forms in this plate are all somewhat difficult. The exercises will 
aid you greatly, but you must also study the forms critically. These out- 
lines are each composed of two downward strokes, and in accordance 
with rule in the Manual, the first stroke must rest on the line of writing. 
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Slate q 
کے ا وہ لس ا‎ E me le 
و‎ A A E مر ا‎ 
وص‎ Rca 
OLEAN NE کا‎ id 


ER الم‎ ED ړس‎ 7 2 
ی یز‎ A A P A 
د)0‎ 034 S I P2 11 


Paulo ء۶‎ A 


r‏ ہت 
SO GRES‏ سيم 


4 COORD 5 KEKE 6 A COC C 
OS الك‎ R ET 


وه A ZE pet EA RALES be BRI‏ وم 


/ 3 OO, 02 15 de رر‎ ٣ 


او Ie ae‏ وار و EE‏ سور مه یود 


PLATE 11 


In this plate we have what, to me, are the most interesting combina- 
tions in the system. They must be written as one stroke, and when 
mastered can be written very rapidly. When joined to “r” and "1," 
“f” and “v” become compound curves, as shown in exercises 8 and ۰ 

Study the exercises until you know just how they should look, and 
avoid the faults shown in the last line. 


PLATE 12 


Practice the exercises at the beginning of each line before you try 
the combinations. These forms are not difficult, but are often made 
incorrectly. Don’t forget to keep the wrist and ball of the hand off the 
paper. Let the hand glide on the finger nails or knuckles. 


PLATE 13 


This is another group of combinations that require careful study, 
but they are not difficult if you write them with the correct movement. 
There should be no angles in the joinings in groups 7, 9 and 11. 
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das a 
روو د‎ a LANE ٣ 
رر‎ AAA RAROS: LN Dre EE LE A A 
7 “اموي ومس‎ Pr رم كم‎ ga Aa 

COCCI n ECE va hp f‏ ور 
a CACO ECC JAE LEON PEÃO A‏ 
IT DIZI DL SEAL G >P‏ 7 
o A DAA A AR‏ وو و و PAR er‏ 


YAI, 
هیر‎ 0٦ 
Ç ER eet o A A 
2 : 
Be کے‎ 


De 
A AE Ze و‎ 
25 3 NS 


a‏ ا دا د ورا نن 
Ro Se‏ ا 


ae‏ رت و 
es Ce AE, |‏ 


PLATE 14 


This plate contains a variety of joinings and will take a good deal 
of time. Practice each one separately until it is mastered. Study closely 
the shape of the vowels in each word. 


PLATE 15 


It requires quite a little practice to get the proper swing in the com- 
bination given in this plate. It gave me considerable trouble, possibly 
because I had previously written a geometrical system, and I have prac- 
ticed for hours at a time on such words as “fair,” “feel,” “vary,” etc. 
Watch the direction in which “1” and “r” cross “f” and “v.” 
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j z D DET 
۱ AR P و‎ 


| “ld ER E = 
A 1 3 
هم‎ e IA 


wer A al oe 
CR 7 ee rata area 
TZ V NE 
ا ود‎ T a 
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Co” 
Gus 

o 

Z 

` 2 

\ 

۱ é 

E 

E 

E « 


ol 
LAS 

سے 

ات 

\ ' 

Z مر‎ ASIA > 

2 AER 


OS 
À 
a2 

Es 

LD 

a ABRO 


e 
A 
رت‎ 

= 

E 


A 
20 

۱ z 

EA 

FB 


VIO AE NOT si 


Lo Bea ee el‏ ود 
CTT‏ 
٢‏ د وو RS‏ 
A At E‏ ایک د 


AREA ASA NETA پم‎ ag NAS I/F = سے ارم مو‎ aes 


PLATES 16 and 17 


Most writers make the hooks too large instead of small and narrow. 
They should be slanted somewhat, and are joined to strokes without an 
angle where practicable. 


PLATE 18 


Don't begin to practice this plate until you have studied the forms 
closely, and have an exact mental picture of them. In lines 4 and 5, 
notice that the hooks are right above the circles, and not beside them. 
Be sure to keep the hooks and circles in line 7 quite small. 

Try to practice a little each day; five minutes” practice is better than 
none. 
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PLATE 19 
The exercises in lines | and 5 should be kept very small, and the 


وو 


downward strokes emphasized. Make the “s” short and make the angle 
sharp where it joins the other strokes. 


PLATE 20 


In exercises 1 and 6, the upward stroke must be emphasized. See 
that you do not make the “th” too long. 


PLATE 21 


This plate contains a number of combinations that should be prac- 
ticed a great deal, as they occur so frequently. They are very easy 
and can be made at a high speed if you have the proper swing. 
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2 E ÇÃO RGE CORE CT: 


e ere o À‏ ا 


DAP DPA LALI IND PD و‎ ED A 


pd‏ ا TALVERA‏ م 
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38 


/ 

ES A رس نو‎ A AE ee a 

O A E E AE NA E 
بر بر‎ sl a Lara ف‎ G AUV aa 
ا لمحا‎ Sli A a ار‎ ta 
KR E: حا‎ 


PE NZ a ey 7: 770 


OR 2 74 O e E 
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PLATE 22 


Be very careful to keep the character for “u” quite small. The “ow” 
is somewhat larger. Watch slant and relative positions of circle and hook. 


Let the full weight of the arm rest on the muscle of the forearm, 
and slide the finger nails freely on the paper. 


PLATE 23 


Keep the “oi” very small. Notice the strokes to which it is joined 
without an angle. 


In many cases the "I" is made without an angle, as in lines 5 and 7. 
In other places where an angle must be used, it is always sharp and made 
very quickly. 


PLATE 24 


The characters given in this plate join very naturally. Note espe- 
cially the small circle which distinguishes the "ia" from the “I.” 
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ZV M 22, 


سر ته Pa Pi‏ ریو ور PO‏ 


PECL NONI ےی‎ "O ROY LR 


7 e مسر‎ E LY r o کو‎ E وا‎ = 7 


fe lla e. 22 سي‎ I OY = OF ود‎ 


L É A 23 


ې دسح af‏ 


AP TAT da `P:‏ که او TI‏ ی , قا 


pe ls ou 


HZ V REZAR 9 ی۔‎ 9 OOO Q o Co BE GE GE O © 
Li 


بت A a‏ سس وا ہے 
م لے ہے ramen o PISS N Í Í‏ 7 


ita Nea ew ee R Sot D‏ کل 
eh he e E‏ فل A‏ 


42 ۰ 


lates 22 


e cele 2 eo‏ بت a Lai e e‏ و سه با 


2 راس مسب‎ te عو و‎ Me E 


ص 


و و و 219 LL‏ 


a کل د لود مك کس و‎ OO nae iad O 


و eo‏ و وه م adas ee‏ ی 
ei hac‏ سے یب A in EERE > a‏ 
IL SA RC Naan nes ee ed)‏ 
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PLATE 25 


In practicing the exercises in lines 1 and 4, think of each upward 
stroke as the character “ten.” The strokes curve a little more at the be- 
ginning than at the end. Be sure to slide the finger nails on the paper. 


PLATE 26 


The exercises in lines | and 5 are made in the opposite direction 
from that of the exercise in plate 25, but the same instructions apply 
to this plate. 


PLATE 27 


The exercise in line one is very important, and secures a continuous 
motion of the hand. Start the pen at the beginning of the line and do 
not let it stop until the end of the line is reached. Keep it going as 
though a straight stroke were being made, but raise and lower the pen at 
the proper places. 

In lines 5 and 6 watch the slant closely. 
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LE P Ae. G 
CO ېر سر سر سم سس‎ 
Al re ار‎ a 


و و e‏ 


کرد دوک سل وص هت سن 


٨.۸7‏ 22 شه 


Da 6 la SALSA A 


d IOI سپ‎ EEE ENTE 


ENS TEPI ہو‎ o P e A A 


LADE روو ما مور وص‎ T 


o‏ دا سر وله BE‏ هه ا دص رو 
A 2 RE‏ 


PLATE 28 


Try to make these characters entirely with the muscles of the arm 
without any action in the thumb joint. Write them rapidly but not 
carelessly. 


PLATE 29 


This plate also requires arm movement. You will probably find the 
fifth line the most difficult. Keep the “o”” very small. There will be a 
tendency to make it too large. 


PLATE 30 


This plate will require earnest study. The characters are not difh- 
cult, but are often made incorrectly simply because the pupil does not 
know just what he is trying to make. A very common fault is that they 
are often made too large. 


48 


Ata a 
/ 2 
DIR که‎ SA GZ XR LF AD ED 1D BLD DCP 
Zr VIA DEDI DA DY D VER PÈS: Dos 
= war 42 een 
E > 


E ٢ 2 وس‎ CAE CAS WE Eds 


AS اير‎ Cle sã 


lade 27 


CEL 000022,‏ ع ممع 222 دع C0020000‏ 1 


RA de a لایو سه‎ N 
A See ge A ge کرو‎ 
ALLALAMA رم زج ری رع مرج رع‎ 

DR RR DRA" الي‎ 


FR 0ب‎ 


bates 30 


O N De nO ES E EDO ا ا‎ QT 


Se le poses lade emis ig 
Lf 


> 


FIFA VIRI A SE EIER. Í SIS S IO SIO Se 


ARM E 


Nro لو‎ L fi PN Ls) Se P 


te ah x a a ae ٢٢٢ 
FB A 


PLATE 31 


The words in this plate are not difficult, but they are all different 
from any that we have practiced before. The loops in lines 4 and 6 
will require the most care. 


PLATE 32 


It has been my experience that students usually misplace the prefixes 
and affixes. I have therefore given a few examples showing the relation 
of the word to the line. 

The body of the word ought to be placed in accordance with para- 
graph 26, with the prefixes above, except “post,” which is shown in 
part of the seventh line. 


PLATE 33 


In writing a word containing an affix the body of the word is placed 
on the line according to rule, with the affix usually below the end. The 
main point is to get the body of the word, and not the prefix or the 
affix, on the line. 
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Plate 3) 
CR ee دي دو ويد ایت رس‎ 
DB E و کے‎ DDE dă NN er 
ee اہ‎ E ee 
ا‎ i de جو وره‎ DY لج مار الم‎ 


ne SA G A‏ مان ہے جس 
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PLATE 34 


The way to master a phrase is to divide it. In the first line, for 
instance, in the phrase " I can go,” first practice several lines of the 
phrase “I can.” Stick to that until it is thoroughly mastered; then add 
the other word "go," and practice the whole phrase. Do this not only 
with the phrases in this plate, but with other simple phrases. 


PLATE 35 


These phrases are a little longer, and can be divided into three parts, 
as shown. Otherwise, practice them the same as in the previous plate. 


PLATE 36 


These phrases are still longer and can be divided into four parts. 
Never add the next word until you have mastered the first part of the 
phrase. 
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ZM یپ‎ 
+5 E À is G Es Ra سو‎ 


L RS ار‎ EIA الو‎ 


oO‏ ور 


crt JI سے‎ 


سي سس قسن LS‏ کے 


=> 


ee ie 2: 2 E = a 
EA 


7 
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PLATES 37 and 38 


Many pupils who can write shorthand with a fair degree of accuracy 
and facility are unable to make good figures. There are also many who 
can make figures rapidly and well who cannot do nearly so well with 
shorthand. The purpose of this lesson, therefore, is to show the great 
similarity of the figures and certain shorthand outlines. 


The styles of figures given may not be the very best that could be 
presented, but they serve the purpose mentioned above. 


We do not believe any special instructions are necessary for the dif- 
ferent plates in this lesson, and the pupil may practice them in the usual 
manner. 


But let us caution you to do the work intelligently—that is the secret 
of getting results. You must make the brain as well as the hand do 
the work, in order that eventually there may be complete harmony in 
their operations. 
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A „„I can have more.... 
ا‎ gee 


T edn 1111 ii 


OA IA a سے‎ 


7 


¿£ „.shipment charge.. Z 


z 7 pa‏ 2 و 


„/ ..shall you have — not.. . 


e $ 


RPAN AS O E EAREKE zu 


7 ..shall not charge..... 7 Z 7 2 A A 
BR LE RIN TERA 
Ae ور‎ a ا‎ dd سے و‎ 


PA 1 کت‎ Y PENN TERZE Y 
d'estes yes, Judge..... ME nao SSD 7م‎ 
À É He A E E E 


(ASS o o Ei ASA COMODO. ON يټ له‎ (ener (o) 
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ADVANCED PRACTICE IN GREGG SHORTHAND. In Three Parts. The shorthand 

version of the articles in “Expert Shorthand Speed Course.’ Dach PALUS ا و ا‎ ehe .50 


THE GREAT STONE FACE. By Nathaniel Hawthorne. Printed in Gregg Shorthand.... .15 

THD LEGEND OF SLEEPY HOLLOW. Washington Irving’s famous legend in attractive 
shorthand form ju e e no) وواه کٹ‎ lalea 666 66 io atoa 010 414 AO ی‎ A یں‎ ID pa رت او‎ 

TYPEWRITING 

RATIONAL TYPEWRITING. By Ida McLenan Cutler and Rupert P. SoRelle. A com- 
plete text-book for class or self-instruction in the art of typewriting by the “touch” or 
“piano” method. In five editions: Single Keyboard, Remington, Underwood, Smith- 
Premier and Oliver, uniform in style. Bound in cloth, end opening................... 1.00 
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List of Publications, Etc. 


ENGLISH, SPELLING, PUNCTUATION 

APPLIED BUSINESS ENGLISH. By Hubert A. Hagar and Rupert P. SoRelle. A prac- 
tical course of instruction in English, Punctuation and Correspondence (with exercises 
included). Teacher's key furnished. 344 pages, bound in boards................... 
EXERCISES IN APPLIED BUSINESS ENGLISH. The exerc from APPLIED BUS 


NESS ENGLISH, in separate form, for convenience in the classroom. Paper covers.... 25 
ENGLISH—PROGRESSIVE STUDIES. By Frances Eflinger-Raymond. A succinct presen- 

tation of the essentials of English ‚50 
APPLIED BUSINESS PUNCTUATION. By Hubert A. Hagar.............:....... „40 


WORDS: THEIR SPELLING, PRONUNCIATION, DEFINITION AND APPLICATION. 
162 pages, bound in cloth. A spelling book with a new and pedagogical idea. Lach 
word is spelled, pronounced, defined and applied..................ceccecese 5 .25 

PUNCTUATION SIMPLIFIED. By J. Clifford Kennedy 3 7 5 

OFFICE TRAINING 

OFFICE TRAINING FOR STENOGRAPHERS. By Rupert P. SoRelle. A complete and 

practical course for the advanced shorthand department, with separate Exercise Book.. 2.00 
COMMERCIAL SUBJECTS 
LOCKYEAR'S BOOKKEEPING. By M. H. Lockyear, with script illustrations by F. B. 


Courtney. An introductory course. Cloth, 10% pages....... e و‎ eee eee eee N .60 
WILL'S COMMERCIAL ARITHMETIC. By Wm. R. Will. 299 pages, bound in cloth..... 1.00 
ESSENTIALS OF COMMERCIAL LAW. By Wallace H. Whigam. 392 pages, mel. in 

CIGER یلو‎ aloe NO IAE ا‎ TED OOo DE اوک ای ہیی‎ bip کا ہہ‎ Goo dopo 10 

MISCELLANEOUS 
THE PARLIAMENTARIAN. By Cora Welles Trow. A Manual of Parliamentary pro- 
cedure, extemporaneous speaking and the art of debate..........ooooooooooomo.o..»..oo To 
EXPERT SHORTHAND SPEED COURSE. By Rupert P. SoRelle. Explanation of the sci- 
entific methods used in training the successful contestants for the Miner Medal, and 

the matter used for practice. 260 pages, bound in Cloth siae dae aen es oire aA s 1.00 
THE FACTORS OF SHORTHAND SPEED. By David Wolte Brown, late Official Reporter 

to U. S. House of Representatives. 194 pages, bound in clotb.............oooooo.... TO 
PRACTICAL POINTERS FOR SHORTHAND STUDENTS. By Frank Rutherford. Inval- 

uable to ambitious stenographers and students. 131 pages, Cloth.......ooooooooo.om... 0 
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